Transition Letter  – To Service Post Go-Live- Template 

This is used after all the applications have been tested, are live on the web and are moving into maintenance mode.
To:  
Customer Account Manager set AccMngr  
Account Manager

 ref AccMngr \* CHARFORMAT  \* MERGEFORMAT 
Account Manager


Sales Region set SalesReg  
Sales Region

 ref SalesReg \* CHARFORMAT  \* MERGEFORMAT 
Sales Manager 

Re:
Internal Project Management Transition Notification for Customer's Name set CustName  
Customer's Name

 ref CustName \* CHARFORMAT  \* MERGEFORMAT 
Customer's Name

Date:
Date set Date  
Date

This letter is to confirm that [Your Firm] has successfully handed off an accepted site to, and thus fulfilled our obligation to provide “Implementation and Planning Project Management services” for Customer's Name as outlined in the EA/BR/Legacy set AccType  
EA/BR/Legacy
 contract number [Contract Number set ContractNo  
Contract Number
Contract Number] dated Contract Date set ContractDate  
Contract Date

 ref ContractDate \* CHARFORMAT  \* MERGEFORMAT 
Contract Date
.

Customer's Name has purchased Ongoing Hours set SuprtHrs  
Ongoing Hours

 ref SuprtHrs \* CHARFORMAT  \* MERGEFORMAT 
Ongoing Hours
 hours per month of ongoing Help (ACCOUNT MANAGER) set AccMngr  
Help (ACCOUNT MANAGER)

 set ASRTAM ASR/TAM 
ASR/TAM

 ref ASRTAM \* CHARFORMAT  \* MERGEFORMAT 
ASR/TAM
 support as stated in the above mentioned contract.   All documentation, including the completed ASR Account Transition Plan Template, has been transferred to the ongoing support representative in accordance with Project Management Work Instruction.  

(If customer has not purchased ongoing support, replace the above paragraph with the one below)

Customer's Name has not purchased ongoing account support.

Outstanding Issues: (Include Go Live Date & Add-Ons)

Ongoing Support Contact(s):

ASR/TAM Name set ASRName  
ASR/TAM Name

 ref ASRName \* CHARFORMAT  \* MERGEFORMAT 
ASR/TAM Name



ASR/TAM Phone Number set ASRNo  
ASR/TAM Phone Number

 ref ASRNo \* CHARFORMAT  \* MERGEFORMAT 
ASR/TAM Phone Number



ASR/TAM Email set ASREmail  
ASR/TAM Email

 ref ASREmail \* CHARFORMAT  \* MERGEFORMAT 
ASR/TAM Email

Premiere Care Name set PCName  
Premiere Care Name

 ref PCName \* CHARFORMAT  \* MERGEFORMAT 
Premiere Care Name


Premiere Care Phone Number set PCNo  
Premiere Care Phone Number

 ref PCNo \* CHARFORMAT  \* MERGEFORMAT 
Premiere Care Phone Number


Premiere Care Email set PCEmail  
Premiere Care Email

 ref PCEmail \* CHARFORMAT  \* MERGEFORMAT 
Premiere Care Email

Customer Primary Technical Contact:

Primary Contact Name set Cust1Name  
Primary Contact Name

 ref Cust1Name \* CHARFORMAT  \* MERGEFORMAT 
Primary Contact Name


Primary Contact Number set Cust1No  
Primary Contact Number

 ref Cust1No \* CHARFORMAT  \* MERGEFORMAT 
Primary Contact Number



Primary Contact Email set Cust1Email  
Primary Contact Email

 ref Cust1Email \* CHARFORMAT  \* MERGEFORMAT 
Primary Contact Email

Customer Secondary Technical Contact(s):

Secondary Contact Name set Cust2Name  
Secondary Contact Name

 ref Cust2Name \* CHARFORMAT  \* MERGEFORMAT 
Secondary Contact Name


Secondary Contact Number set Cust2No  
Secondary Contact Number

 ref Cust2No \* CHARFORMAT  \* MERGEFORMAT 
Secondary Contact Number


Secondary Contact Email set Cust2Email  
Secondary Contact Email

 ref Cust2Email \* CHARFORMAT  \* MERGEFORMAT 
Secondary Contact Email

I will be available to assist, when needed, on any of the outstanding issues listed above. 

Sincerely,

Your Name set YourName  
Your Name

 ref YourName \* CHARFORMAT  \* MERGEFORMAT 
Your Name

Your Title set YourTitle  
Your Title

 ref YourTitle \* CHARFORMAT  \* MERGEFORMAT 
Your Title

Your Number set YourNo  
Your Number

 ref YourNo \* CHARFORMAT  \* MERGEFORMAT 
Your Number

Your Email set YourEmail  
Your Email

 ref YourEmail \* CHARFORMAT  \* MERGEFORMAT 
Your Email

Cc:
Team Leader's Name set TeamLeadName  
Team Leader's Name

 ref TeamLeadName \* CHARFORMAT  \* MERGEFORMAT 
Team Leader's Name


Account Representative's Name set ARName  
Account Representative's Name

 ref ARName \* CHARFORMAT  \* MERGEFORMAT 
Account Representative's Name


ASR/TAM Name

Customer Care Name 

